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With warm regards,

27.01.2022

Greetings !

I am delighted that the Tamil Nadu Open University (TNOU) is bringing out 
a Manual of Student Support Services Division for the first of its kind.  Unlike 
the conventional mode, the learners in the Open and Distance Learning (ODL) 
have lesser opportunity to make their physical presence in the classrooms. So, 
it is importantly required to ensure effective learner support services in this 
system. I would like to state that the TNOU has been unwaveringly providing  
seamless academic and administrative supports to the learners through a robust  
network among the Headquarters, Regional Centres and the Learner Support 
centers across Tamilnadu.

According to the statutes of the University, the Student Support Services  
Division (SSSD) is one of the major operating divisions. This division is primarily 
facilitating the learning supports to the learners with the cooperation of the  
academic Schools and other Divisions. It also coordinates the functions of  
12 Regional Centres and more than 200 approved Learner Support Centres  
(LSCs) across the State.       

In nine Chapters, this Manual extensively describes the various activities of the 
Student Support Services Division, Regional Centres and the Learner Support 
Centres, in addition to explaining the responsibilities of the officers concerned. 

I am hopeful that this Manual will be very much useful for the officers and staff  
of the SSSD, Regional Centres and the LSCs for carrying out their duty  
effectively, and for ensuring quality learner support services. 

At this juncture, I owe to place on record my deep sense of gratitude to the  
Members of the Academic Council the syndicate for having given their consent 
to this Manual. At the same time, I profusely appreciate the faculty members, 
who have got involved in drafting and printing it perfectly on time.
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OPEN, DISTANCE AND E-LEARNING:  

A BRIEF INTRODUCTION

In ancient India, education was said to be the privilege of aristocrats. This mind-set 

was changed af ter Independence in 1947 which ensures democracy in all functions 

including education. Now, it is one of the fundamental rights of human beings, who 

belong to any caste and creed. Moreover, education is considered as an important tool 

for social justice, economical empowerment and self-reliant of the country. Until 1962, 

the conventional Universities were alone there to provide higher education but these 

were not suf ficient to satisf y the educational needs of the huge people. So, the leaders 

and the educationists thought of alternative mode to expand higher education to those, 

who were aspiring for it. As a result of it, they found that the Correspondence Education 

would be an alternative one with which tertiary education could be af fordable. 

Since then, the Correspondence Education has undergone various avatars in six 

decades owing to the rapid advancement of Information and Communication Technolo-

gy (ICT).  Today, the latest version of this system is Open, Distance and e-Learning (ODeL), 

which includes distance education and online education.  

ODeL in India

It is pertinent to mention here that the first Distance Education Institute in India was the 

School of Correspondence Education, which was started by Delhi Universit y in 1962. 

The first Open Universit y in India is Dr.B.R. Ambedkar Open Universit y, Hyderabad 

erst while Andhra Pradesh Open Universit y which was established in 1982. Then, the 

Union Government of India set up Indira Gandhi National Open Universit y, New Delhi in 

1985. Having realised the need of more Open Universities in the Country, the National 

Policy on Education 1986/1992 suggested the State Governments to establish the Open 

Universities for providing wide opportunities in higher education. Consequent to this, 

there are now 15 State Open Universities and a Private Open Universit y in India. In ad-

Chapter - I
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dition, there are some Directorates of Distance Education that are functioning in dual 

mode Universities. This system is massively supporting to increase the Gross Enrollment 

Ratio (GER) in Higher Education in India. The National Education Policy 2020 envisages 

that ODL can play an important role in enhancement of the total GER in higher education 

to 50% by 2035. 

To maintain the qualit y and streamline the ODL Institutions, the Universit y Grants 

Commission (UGC), an apex statutory body for higher education, has taken serious 

measurements in the past 60 years. It has established an exclusive Distance Education 

Bureau (DEB) in 2012 to coordinate and monitor the ODL system in the country. Then, it 

came out with the UGC (ODL) Regulations, 2017 followed by the UGC (Online Courses or 

Programmes) Regulations, 2018. In these regulations, NA AC accreditation for the ODL 

Institutions has been mandated and accordingly, the NA AC has framed the separate 

Manuals for Open Universities and the Directorates of Distance Education.   On 04th 

September, 2020, the UGC combined the above t wo regulations and notified the Univer-

sit y Grants Commission (Open and Distance Learning Programme and Online Learning 

Programme) Regulations, 2020 in the gazet te of India.        

In accordance with the UGC (ODLP and OLP) Regulations, 2020, the National Open 

Universit y can operate its services across the Country whereas the State Open Univer-

sities shall function within their jurisdiction in the State as specified in the respective Acts 

and Statutes. Accordingly, the Tamil Nadu Open Universit y now operates its educational 

services only in Tamilnadu and also adopts these regulations for providing qualit y ed-

ucation.    

ODeL in Tamilnadu

The history of Distance Education in Tamilnadu began in 1971, in which Madurai 

Kamaraj Universit y, Madurai started the Institute of Correspondence Course and 

Continuing Education. Then, Annamalai Universit y, Chidambaram instituted a Di-

rectorate of Distance Education in 1979. As suggested by the National Policy on Education 

1986/1992, the Government of Tamilnadu established the Tamil Nadu Open Universit y 

2002, as the 10th State Open Universit y in the country. Its main objectives are to intro-

duce and promote Open Universit y and Distance Education Systems in the educational 

pat tern of the State and to coordinate and determine the standards in such system. 

As on date, the Universit y Grants Commission- Distance Education Bureau has 

recognised 5 Universities to of fer Distance Education Programmes in Tamilnadu during 

2021-22. In Addition, a few Universities, including Government and Private Universities, 

have been recognised by the UGC to of fer Online Programmes.    

In this context, this Manual is designed to define the roles and  the functions of the 

Student Support Services Division of the Tamil Nadu Open Universit y, which is coordinat-

ing the Regional Centres and the Learner Support Centres of the Universit y for providing 

ef fective learner support services.
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A SHORT PROFILE OF TNOU

Established by the Government of Tamil Nadu, with enactment of Tamil Nadu Open 

Universit y Act, 2002 in the Tamil Nadu Legislative Assembly, the Tamil Nadu Open 

Universit y came into being as 10th Open Universit y in India with a mot to “educa-

tion to anyone at anytime”. Hon’ble Governor gave assent to this Act on 26th May, 2002.   

Since then, it has been scrupulously providing higher education to those, who are so-

cially disadvantaged, destitute, physically challenged, working men and women and 

downtrodden in the societ y, besides the dropouts of tertiary education owing to various 

reasons.

The TNOU had been accorded with 2F and 12B status by the Universit y Grants Commis-

sion and got the approval of the Distance Education Bureau, the Rehabilitation Council 

of India and the National Council for Vocational Education and Training for of fering var-

ious Programmes from Certificate to Post Graduate level. Having obtained the consent 

of the UGC and the Government of Tamilnadu, it of fers M.Phil. and Ph.D. Programmes un-

der Full-Time and Part-Time mode. Of late, the Universit y has started the D.Lit. and D.Sc. 

with the approval of the Syndicate to promote the higher level of research.    

The growth of the Universit y during the past 19 years has been phenomenal. Within t wo 

decades, the Universit y has enrolled more than 11 lakh learners in multiple academic 

Programmes. 

As per the UGC (ODLP & OLP) Regulations, 2020, the Universit y admits the learners in 

t wo admission cycles in a year i.e., Calendar Year (January–February) and Academic 

Year (July–August). Similarly, it conducts the Term End Examinations, t wice in a year i.e., 

December/ January and May / June. 

CHAPTER - II
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Academic Structure

At present, the Universit y functions with 7 Faculties, 14 Schools and 42 Departments, 
besides 2 Constituent Communit y Colleges.  

The flow chart shown below describes the academic Schools, Centres and Cells.
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Administrative Structure

The Universit y operates 5 Divisions that are dealing with administrative activities. 

One among the 5 Divisions is Student Support Services Division which is coordinat-

ing the Regional Centres and the Learners Support Centres / Study Centres.  

The flow chart indicates the function of the Divisions concerned.
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The TNOU adopts three tier administrative systems such as  

(i) Headquarters  

(ii) Regional Centres, and  

(iii) Learner Support Centres.

Headquarters (HQ)

The following support services for learners are carried out from the Headquarters 

in Chennai:

(I) Overall administration

(II) Admission process

(III) Planning of new Programmes

(IV) Designing Curriculum

(V) Framing regulations of Programmes, and Examinations 

(VI) Developing Self-Learning Materials

(VII) Production of Self-Learning Materials

(VIII) Conduct of Examinations

(IX) Publication of results

(X) Issuance of Certificates

(XI) Preparation of Assignment Question Papers

(XII) Grievance Redressal 

(XIII) Replying RTI Petitions

(XIV) Resolving all disputes

(XV) Approving the Study Centres

(XVI) Establishing Regional Centres

(XVII) Sanctioning Shares to the Study Centres

(XVIII) Placement Supports

(XIX) Conducting seminars/workshop/training programmes

(XX) Developing Questionnaire/Feedback forms for stakeholders

(XXI) Enrolling Alumni

Regional Centres (RCs)

With the due approval of the Higher Education Department, Government of Tamilnadu, 

the Universit y has, as of now, established 12 Regional Centres viz., Chennai, Coim-

batore, Dharmapuri, Madurai, Mayiladuthurai, the Nilgiris, Salem, Sivagangai, Trichi-

rappalli, Thirunelveli, Tiruvannamalai and Viluppuram. These Regional Centres connect 

the Headquarters and the Learner Support Centres (LSCs)/Study Centres. 

Following are the major activities of the Regional Centres:

(I) Liaisioning  with the LSCs

(II) Admission Campaign and Enrollment of learners

(III) Organising Induction Programme

(IV) Organising Alumni meetings
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(V) Identif ying and acquiring Land from the Government for RCs

(VI) Periodic Inspection at the LSCs

(VII) Coordination of Academic Counselling Classes

(VIII) Coordination of Assignment Evaluation

(IX) Facilitation for the conduct of Examinations

(X) Collection of details of Academic Counsellors

(XI) Collection of details of Study Centres

(XII) Preparation of Reports

(XIII) Grievance Redressal 

(XIV) Replying RTI Petitions

(XV) Placement Supports

(XVI) Collection of Questionnaire/Feedback forms from  stakeholders

(XVII) Conducting seminars/workshop/training programmes

(XVIII) Enrolling Alumni

Learner Support Centres (LSCs) 

The Learner Support Centres are the third level service provider of the Universit y. 

These LSCs are approved by the Universit y for providing academic supports to the 

learners. 

The Universit y runs varied kinds of LSCs as listed below:

(1) TNOU LSCs at Headquarters and Regional Centres (13 Centres)

(2) LSCs at Government Arts and Science Colleges (132 Centres)

(3) LSCs at Higher Educational Institutions 

(4) TNOU Work Centres for Specialized Programmes   

(5) Programme Study Centres

(6) Jail Centres

(7) LSC for B.Ed

(8) LSC for B.Ed Special Education

Following are the major activities of the Learner Support Centres/Study Centres:

(I) Admission of leraners in TNOU Programmes

(II) Providing academic supports to the leraners 

(III) Conducting of Counselling Classes

(IV) Assignment evaluation

(V) Submission of at tendance of counselling classes

(VI) Providing library facilities 

(VII) Providing Lab facilities

(VIII) Cooperation with the Regional Centres

(IX) Facilitation for collection of Questionnaire/Feedback forms from  stakeholders

(X) Conducting seminars/workshop/training programmes

(XI) Submission of reports and data to the Regional Centre/ University

(XII) Facilitation for the conduct of Term End Examinations

²î‰FóˆF¼ï£œ
ÜºîŠªð¼Mö£



8
TA

MI
L 

NA
DU

 O
PE

N 
UN

IV
ER

SI
TY

LEARNER SUPPORT SERVICES 

The learner support services are the prominent support services in the ODL to help 

the learners who are at a distance. All the supports are provided to the leraners 

from the Headquarters, Regional Centres and the Learner Support Centres. 

The Universit y provides the learner support services as listed below:

(i) Pre-admission counselling for prospective learners to provide information to 

facilitate them in taking an informed decision while joining in the interested Pro-

gramme

(ii) Support for admission related mat ters including filling up online application, 

selection of LSCs, payment of fee and so on

(iii) Uploading the details of study materials and other information on www.tnou.

ac.in

(iv) Delivery of study materials to the learners on time

(v) Providing additional learning resources like e-contents, web resources etc.,

(vi) Establishment of help desk at the Headquarters, Regional Centres and the LSCs 

to at tend the queries 

(vii) Redressing Grievances through Student Grievance Redressal Cell (SGRC)

(viii) Providing guidance and counselling through online and of fline

(ix) Facilitating supports for obtaining scholarships from the Government

(x) Providing Placement Supports

The Universit y shall allot an LSC to each learner at the time of admission, where 

she/he can get the academic supports like counselling classes, practical classes, as-

signments, examinations, library, IT supports  etc.

CHAPTER - III
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STUDENT SUPPORT SERVICES DIVISION (SSSD)

In section (40), clause (2) (a) of the statutes of the Tamil Nadu Open Universit y, the Stu-

dent Support Services Division (SSSD) is listed as one of the Operating Divisions of the 

Universit y. 

In accordance with the section (45) (a) of the Statutes, the functions of Student Sup-

port Services Division (SSSD) include: establishing and maintenance of Study Centres/ 

Learning Resource Centres/ Learner Support Centres; satisf ying the learning needs of 

the students; at tending student grievances; arranging for counselling, assignment eval-

uation, orientation for counsellors and co-ordinators; and such other mat ters as may 

be prescribed by the Syndicate or Vice Chancellor. Accordingly, the SSSD is constantly 

supporting the learners through the Regional Centres and the Learner Support Centres 

(LSCs) for ensuring qualit y education. The LSCs are set up in the vicinit y of the learners.

The staf f members of the SSSD include a Director, a Deput y Director and adminis-

trative staf f members at the Headquarters, Regional Directors and other Staf f members 

at the Regional Centres.  The Coordinators and other staf f members at the approved 

Learner Support Centres/ Study Centres are also liable to respond to the Universit y/

SSSD, even though they are the employees of the respective institutions. 

Responsibilities of the Director, SSSD 

The Director of the Student Support Services Division shall execute  

the following works:

I. Overall administration of the SSSD

II. Monitoring and administering the functions of the Regional Centres 

III. Monitoring the LSCs

IV. Planning for bet ter learner support services

V. Maintenance of all the records of the SSSD, Regional Centres and LSCs

VI. Facilitating the establishment of LSCs, as per norms

VII. Preparation of Memorandum of Understanding

CHAPTER - IV
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VIII. Planning the sanction of Sharing percentage to the LSCs

IX. Resolving the grievances of students and LSCs with the assistance of the Schools 

and Divisions of the Universit y concerned

X. Maintenance of Permanent Account 

XI. Verif ying the bills and vouchers to be submit ted by the Regional Centres

XII. Engaging the qualified Academic Counsellors for counselling classes

XIII. Engaging the evaluators for Assignment Evaluations

XIV. Facilitating for the Policy Making

XV. Providing supports to the Online Learners with the support of the Centre for On-

line Learning

XVI. Organising Induction Programme for First Year learners with the assistance of 

the Regional Centres and the LSCs.

XVII. Conducting workshop for the Academic Counsellors

XVIII. Organising periodical meetings with the Regional  Centres and the LSCs

XIX. Processing the centre share to the LSCs on time

XX. Collection of at tendance and other vouchers from the LSCs through the respec-

tive Regional Centre

XXI. Preparation of reports 

The Director, SSSD shall obtain prior approval from the Vice Chancellor for the execu-

tion of any mat ter. 

Responsibilities of the Deputy Director, SSSD 

The Deput y Director, SSSD shall coordinate with the Director, SSSD in all aspects of 

his/her functions for of fering exemplary support services to the learners of TNOU. 

In the absence of the Director, the Deput y Director shall act and look af ter the func-

tions of Director of SSSD with the approval of the Vice Chancellor.

Other Staff Members of SSSD 

All other staf f members of the division shall work under the direction of the Director, 

SSSD and execute the works assigned to them properly.  

Functions of the SSSD

The SSSD shall do the following activities: 

Redressing grievances of learners and Study Centres: 

i.  Maintain grievance register with redressal details

²î‰FóˆF¼ï£œ
ÜºîŠªð¼Mö£



11
MA

NU
AL

 O
F 

ST
UD

EN
T 

SU
PP

OR
T 

SE
RV

IC
ES

 D
IV

IS
IO

N 
(S

SS
D)

ii.  At tend the grievances from Learners/Study Centres/stakeholders through mail/ 

in person/let ter/phone 

iii.  Forward the grievances to the respective Schools and Divisions based on the 

request of learners to resolve the same

iv.  Linkage with Students Grievance Redressal Cell for resolving the learner related 

queries

v.  Support the SGRC to conduct the Grievance Redressal Camps

Organizing Events / Workshops/Seminars / Webinars:

i) Involve in the process of conducting orientation programmes to the  stakehold-

ers and the Admission Camp at the Regional Centres as per the norms of proce-

dure to conduct the Special Admission Camp

ii) Organize the orientation programmes to coordinators of Study Centres /LSCs in 

the frequent interval

iii) Convene meeting with the Directors of Regional Centres.

iv) Organize the Grievance Redressal Camp, Special Admission Camp, and other 

Camps through Regional Centres

v) Draf t the minutes of the Orientation Programmes and the various Camps with 

support of respective Regional Centres and implementation of recommendation 

with approval of Competent Authorities

vi) Conduct the Capacit y Building Programmes and Seminars

Identification of land for the Regional Centres: 

i) Initiate the land related process to the Regional Centres for the identification of 

land and follow up with the support of Regional Centres concerned

ii) Maintain the land allotment processing files in the respective Regional Centres 

and the SSSD

iii) Arranging all communications related to the land acquisition for the Regional 

Centres with the support of Administrative Division

Routine affairs:

i) Take up routine af fairs of Learner Support Services

ii) Collecting and consolidating the at tendance of staf f members from respective 

Regional Centres and the same to be submit ted to the Administrative Division

iii) Maintain grievances register on daily basis

iv) Redress the  grievances from Learners/Study Centres/Stakeholders

v) Maintain files of each Study Centres /LSCs regarding any updates in the respec-

tive Study Centres /LSCs

²î‰FóˆF¼ï£œ
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vi) Follow up the files of RCs and LSCs

vii) Proper mail communication to the stakeholders of TNOU

viii) Bills related to SSSD 

ix) Communicating circulars to the Regional Centres on time

x) Updating the details related to the Learners /SCs and stakeholders of TNOU in 

the website

xi) Coordinate with NA AC Working Commit tee for supplying the relevant data, 

information of Regional Centres and LSCs

Facilitating for Policy Making: 

i) Facilitation for establishing Regional Centres and support to prepare the pro-

posals

ii) Facilitation for establishing Learner Support Centres in the Govt. Arts and Sci-

ence Colleges

iii) Designing  prescribed forms for feedback, application for establishing Study 

Centres, preparing MoU with Study Centres /LSCs and other related forms

iv) Preparation of Manual for establishing LSC and enrolling academic counsellors, 

and code of conduct of learners 

Coordination with School of Continuing Education 

i) To monitor the activities of Constituent Community Colleges and supporting the 

financial commitments through the Universit y

ii) The School of Continuing Education (SOCE) is responsible for establishing new 

Communit y Colleges and look af ter the renewal process of existing one.

iii) When the SOCE arrange any workshop or seminars related to the Community 

Colleges with approval of Universit y, the SSSD shall provide assistance from the 

respective Regional Centres.

²î‰FóˆF¼ï£œ
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COORDINATION WITH SCHOOLS AND DIVISIONS

Administrative Division 

The Administration Division shall facilitate the following supports to  

the SSSD for smooth functioning:

i. The Administrative Division shall send any communications / instructions routed 

through SSSD relating to   deputation, appointment of staf f members in the re-

spective Regional Centres, identif ying land to the Regional Centres and liaision-

ing bet ween TNOU and Regional Centres in terms of circular, intimation etc.

ii. Regional Centres’ staf f members shall send any request or suggestion routed 

through SSSD pertaining to the Leave request, Academic, Career Development, 

and applying for the various schemes and their proposal for development of 

TNOU.

iii. The SSSD shall support the Administrative Division for establishing New Regional 

Centres.

The Schools of Studies

In order to provide the academic supports, the SSSD shall seek the following assis-

tance from the respective Schools of Studies: 

i. The SSSD may request the respective Schools for bringing out new Programmes 

based on suggestions of the stakeholders of TNOU in terms of enhancement of 

enrollment, need of Skill Orientated Programmes in the respective region, em-

ployment-oriented programmes etc.

ii. The SSSD shall collect assignment questions from the Schools of Studies/ Pro-

gramme Coordinators. 

CHAPTER - V
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iii. The Programme Coordinators shall support the SSSD to address queries per-

taining to the Programmes and its features.

iv. The Programme Coordinators shall cooperate with the SSSD with respect to con-

duct of Academic Counselling Classes through of fline and online. 

v. The Programme Coordinators shall provide the list of approved Academic 

Counsellors to engage them for the Counselling Classes and other academic 

purposes. 

Material Production and Distribution Division (MPDD)

The SSSD shall obtain the assistance listed below from the MPDD:

i. The MPDD shall ensure the despatch of ID card/study materials/prospects/pro-

motional aids to the Learners /Learner Support Centres on time. As per the ODL 

and UGC norms, Study Materials shall be reached to the learners with 15 days 

from the date of Admission.

ii. The MPDD shall provide the information to the SSSD with regard to timely des-

patch of Course Materials along with Identit y Cards to the learners. Thus, the 

SSSD shall at tend to the queries of Learners/LSCs/Regional Centres.

iii. The MPDD shall facilitate the weekly status report of admission and dispatch of 

course materials along with ID cards to the learners.

Student Registration and Evaluation Division (SR&ED)

Admission Section:

The SSSD shall obtain the following supports from the Admission Section:

i) The Master Data that are maintained in the Student Registration and Evaluation 

Division (SR&ED) shall be shared with the SSSD for execution of sharing pat tern to 

the Learner Support Centres and for providing academic supports to the learners.

ii) The Admission Section is responsible to provide the admission details including 

the second year and the third year of each LSC  for every admission cycle to the 

SSSD in 15 days af ter closing the admission.

iii) The Admission Section shall look af ter the Learners’ Scholarship related activi-

ties because of maintaining the basic data.

iv) Admission Section shall ensure to look af ter the issue of  print ID card, online 

admission process related queries, fee structures, prospectus, promotional 

activities to enhance the admission,  any changes required by the Learners and 

the Study Centres /LSCs in the online admission, payment to the Study Centres / 

LSCs etc

²î‰FóˆF¼ï£œ
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v) The Admission Section is responsible to frame  the Refund Policy of tuition fee, as 

per the UGC norms and the same shall be shared with the SSSD.

vi) The Admission Section shall support the SSSD to solve the queries regarding 

admission. 

Examination Section:

i) Before preparing the schedule for academic counselling session and the Term 

End Examinations, the Examination Section and the SSSD shall mutually discuss /

consult and finalise the same.

ii) The SSSD and the Examination Section shall mutually process the assignment 

evaluation and the updation of Continuous Internal Assessment Marks in data 

base through the Regional Centres /LSCs

iii) The Examination Section shall co-operate with the SSSD in terms of solving griev-

ances relating to examination and certificates.

iv) The Examination Section shall provide the list of approved Evaluators as and 

when required by the SSSD for evaluating Assignments.

Finance Division (FD)

The Finance Division shall extend the following assistances to the SSSD with the  

approval of the Vice Chancellor: 

i. The Finance Division shall release the Admission share and the Centre share, as 

per the norms.  

ii. The Finance Division shall sanction the refund to the LSCs and payment of 

monthly rent and other contingencies to the Regional Centres adhering to the 

norms. 

iii. The Finance Division shall recoup the Permanent Advance to the SSSD and the 

Regional Centres when the claims are forwarded by the Director, SSSD. 

iv. The Finance Division shall distribute the finance rules of the Universit y to the 

SSSD and the Regional Centres.

v. The Finance Division shall release the share to be given to the LSCs on priorit y 

basis, since the LSCs provide admission and academic supports to the Universit y.  

Centre for Electronic Media Production and Research (CEMPR)

i. The CEMPR shall extend its supports to the SSSD and the Regional Centres for 

the conduct of Induction Programmes, Counselling Classes and other meetings. 
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Centre for University Informatics (CUI)

i. The CUI shall update the details of Regional Centres and LSCs that are forward-

ed by the Director, SSSD in the Universit y website.

ii. The CUI shall extend its support to the SSSD and the Regional Centres for  the 

conduct of Induction Programmes, Counselling Classes and other meetings. 

iii. The CUI shall upload the Assignment Questions in the Universit y website.

iv. The CUI shall update the Admission Portal based on the particulars provided by 

the SSSD in terms of LSCs and Programmes. 

v. The CUI shall keep the assignment questions of the last five years on the website 

for both Academic Year and Calendar Year Admission sessions.  

vi. The CIU shall bridge the gap bet ween the stakeholders and the Universit y by 

providing proper communication. 

vii. The CUI shall support the SSSD to send communications to the learners and 

Study Centres through SMS and email.

Centre for Internal Quality Assurance (CIQA)

The SSSD shall provide the required data to the CIQA for NA AC and other purposes. 
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ACADEMIC COUNSELLING SESSION

Academic Counselling Sessions (Face to Face)

In Open and Distance Learning, the component of contact with teachers is comparative-

ly much lesser than the conventional mode, which is complemented by the self-learn-

ing on the part of the learner. Since inception, the Universit y has been conducting 

Academic Counselling Sessions for the learners at the allot ted Learner Support Centres 

involving qualified teachers as Academic Counsellors. The learners used to at tend the 

classes as per the schedule and to have interactions with the teachers. The time table 

shall be hosted on the Universit y website and also circulated to all the Regional Centres 

and the LSCs. From CY 2020, at tendance in the counselling class is mandatory, for which 

15 marks out of 30 Marks in Continuous Internal Assessment is allot ted.   

The Universit y adheres to norms stipulated in the UGC (ODLP & OLP) Regulations, 

2020 in terms of oragnising the Academic Counselling Sessions.  The table given be-

low is an indicative method:

Sl.No Nature of the Course Hours

1 4 Credit Practical Course 
Practical: 10 Hrs 

Theory:     3 Hrs

2 4 Credit Theory Course Counselling Class: 12 Hrs. 

  

The LSCs concerned shall conduct the Academic Counselling Sessions, as per the Uni-

versit y norms.

Academic Counselling Sessions (Online) 

During the COVID-19 pandemic, the Universit y conducted the Academic Counsel-

ling Sessions through online, which received good response from the learners. 

So, the SSSD shall continue to oragnise the counselling sessions through online 

in certain specific circumstances. In this situation, the Universit y shall proportionately 

deduct the centre share to be given to the LSCs. 

CHAPTER - VI
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Further, the SSSD may also organise the Online Academic Counselling Sessions, 

if a Programme has less than 50 students enroll. Nevertheless, for the Specialised Pro-

grammes, the counselling classes shall be conducted by the respective LSC-Work Cen-

tres. 

The entire activities of conducting the online counselling classes shall be apportioned 

in the following manner to get bet ter results:

Divisions/ 

Schools
List of Activities

SSSD

i)       Fixing the Schedule (time-table) for the counselling classes and 

obtaining approval from the authorities,

ii)      Coordinating with all the schools of studies for the preparation 

of Uniform schedule for all programmes, 

iii)     Fixing the Resource Persons with the help of schools and pro-

gramme coordinator.

iv)     Coordinating with the CEMPR for scheduling the web link for all 

the courses as per the time table and communicating the same 

to all the schools of study and programme coordinator for on-

ward transmission to respective resource persons, 

v)      Preparation of Information Note about the online classes for the 

Learners and Informing the learners, Schools and Regional Cen-

tres and  LSCs regarding the schedule of counselling classes,

vi)     Intimating the Programme Coordinators to form WhatsApp 

groups for the dissemination of counselling class information,

vii)    Interaction with the CUI for the website uploading and SMS inti-

mation to the students, and

viii)   Coordinating with the CEMPR for the smooth conduct of classes, 

by involving the complete team of SSSD, and providing hospitali-

t y services.

Schools of  

Studies and  

Programme  

Coordinators

i)       Developing the uniform schedule (time-table) for all the pro-

grammes under of fer, 

ii)      Identification of resource persons for all the courses by the respec-

tive Programme Coordinators and intimating the same to the SSSD,

iii)     Developing WhatsApp groups including the respective students 

of the programmes,

iv)     Daily monitoring of the classes ensuring that all the counselling 

classes were conducted smoothly, and

v)      Provision of standby resource persons whenever required.
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CEMPR

i)       Identification and finalization of suitable online sof t ware for the 

online classes,

ii)      Developing and providing the web link for all the courses as per 

the time table and communicating the same to SSSD and all the 

schools for onward transmission to respective resource persons, 

iii)     Interaction with the CUI for the website uploading of the counsel-

ling classes schedule and SMS intimation to the students,

iv)     Make arrangement of procuring/hiring computer/laptop systems 

to host/conduct the classes, by involving the complete team of 

CEMPR,

v)      Installation of Control room setup with dedicated system for 

each programme and Initialization of the hosting daily for the 

classes, 

vi)     Close monitoring and recording of the classes and TNOU Server 

link, and

vii)    Provision of standby mechanisms whenever required to ensure 

the smooth delivery system/hosting of classes.

CUI

i)       Coordinating in developing customized schedule for classes,

ii)      Coordinating with the CEMPR for uploading the Academic coun-

selling Schedule in the website, 

iii)     Informing the students, regarding the schedule of counselling 

classes through SMS, 

iv)     Providing at tendance details of the students for all the days, and

v)      At tending any request for changes as and when required in the 

rescheduling.
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REGIONAL CENTRES 

The Tamil Nadu Open Universit y has so far established 12 Regional Centres, each 

one in Chennai, Coimbatore, Dharmapuri, Madurai, Mayiladuthurai, the Nilgiris, 

Salem, Sivagangai, Tiruvannamalai, Trichirappalli, Thirunelveli and Viluppuram 

for the benefit of the learners as well as the Study Centres.  All the Regional Centres are 

established with the concurrence of the  Higher Education Department, Government of 

Tamilnadu. The activities of these Regional Centres are administrated and monitored by 

the Student Support Services Division at Headquarters. 

In 2012, the Universit y set up the Regional Centres in Trichirappalli and Coim-

batore vide G.O (Ms). No. 70 dated 18.05.2012. Following this, in 2013, the Regional 

Centres in Chennai, Dharmapuri and Madurai came into being in accordance with the 

G.O (Ms). No. 109 dated 25.06.2013. Subsequently, it established the Regional Centres 

in the Nilgiris and Vilupuram vide G.O (Ms). No. 100 dated 26.04.2017 with the partial 

grant from the State Government in 2017. The Thirunelveli Regional Centre was set up 

as per the announcement made by the Hon’ble Minister for Higher Education during 

the Higher Education Department Demand 2017-18. The Regional Centres in Mayiladu-

thurai, Salem, Sivagangai and Tiruvannamalai are established adhering to G.O (Ms) 

No. 192 dated 11.10.2021 issued by the Higher Education Department, Government of 

Tamilnadu

Each Regional Centre has its territorial jurisdiction with a headquarters at central 

location and has responsibilit y to provide direct services to the learners as well as to 

monitor and supervise the learning support services being rendered by the Learner 

Support Centres. 

CHAPTER - VII
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The jurisdiction of the Regional Centres is as shown below:

Sl. 

No.

Regional Centres /        

Headquatres
Districts

1 Chennai 
Chennai, Chengalpet, Kancheepuram and Thiruvallur  

(4 Districts)

2 Coimbatore Coimbatore, Erode and Tiruppur (3 Districts)

3 Dharmapuri Dharmapuri, Krishnagiri and Tirupathur (3 Districts) 

4 Madurai Dindigul, Madurai, Theni and Virudhunagar (4 Districts)

5 Mayiladuthurai
Thanjavur, Thiruvarur, Nagapat tinam and Mayiladuthurai 

(4 Districts)

6 The Nilgiris The Nilgiris (1 District)

7 Salem Salem and Namakkal (2 Districts)

8 Sivagangai Sivagangai, Pudukot tai and Ramanathapuram (3 Districts)

9 Tiruvannamalai Tiruvannamalai, Ranipet and Vellore (3 Districts)

10 Trichirappalli Ariyalur, Karur, Perambalur and Trirchirappalli (4 Districts)

11 Thirunelveli
Kanniyakumari, Tenkasi, Tuticorin and  Thirunelveli   

(4 Districts)

12 Viluppuram Cuddalore, Kallakurichi and Viluppuram (3 Districts)

FUNCTIONS OF REGIONAL CENTRE

Following are the major functions of the Regional Centre:

i) Coordinating the Regional Centre LSC;

ii) Supervision and coordination of the activities at the Learner Support Centres, 

negotiations with, business organisation for placement, Higher Education Institu-

tions, nearby Universities, Organizations of higher learning to be able to devel-

op Learner Support Centres for the TNOU programmes;

iii) Organising Counselling for TNOU programmes and assisting and monitoring 

Academic Counselling Classes Sessions at the Learner Support Centres in line 

with the TNOU norms and guidelines;

iv) To encourage prospective students to apply for admission to the TNOU pro-

grammes;
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v) To enhance public at tention, popularising the ODL programmes and aware-

ness and to promote its function, and goodwill in the direction of the Universit y 

among the of ficers and personnel of establishments of higher and continuing 

education;

vi) To look af ter the Online Learner Support Service to the Online Learners with 

support of Centre for Online Learning as per the ODL and Online Education 

Regulations, 2020; and 

vii) To monitor the Communit y Colleges of TNOU on demand of School of Continu-

ing Education (SOCE) and the report of same shall be sent to the SOCE through 

the SSSD.

Regional Centres act as the Resource Centres of the University in respective regions. 

Various academic activities undertaken by Regional Centres are as follows:

Academic Activities

The Academic activities of the Regional Centre include capacities relating to:

i) Pre-admission counselling of the students,

ii) Admit ting learners and confirming the despatching Self Learning Materials,

iii) Appointment of counsellors, staf f etc to the Learners Support Centre with ap-

proval of Headquarters if required,

iv) Monitoring of academic counselling classes at Learner Support Centres,

v) Monitoring assessment and evaluation of the assignments at LSCs,

vi) Monitoring and liaisioning with Learner Support Centres regarding counselling, 

assignment evaluation, examination and other support services,

vii) Maintenance of admission records with support of interface developed by the 

Universit y,

viii) Conducting orientation and training programmes to the Academic Counsellors, 

Coordinators and dif ferent functionaries of the Learner Support Centres,

ix) Conducting the inductions programmes to the learners of TNOU,

x) Conduct of Term End Examinations and Entrance Examination,

xi) Organization of the academic seminars and workshops, monitoring of coun-

selling schedules in conducting the Academic Counselling Classes and assign-

ments, records of the learners, conduct of the intensive contact programme, 

conduct of project viva of selected programmes of the TNOU,

xii) Organizing counselling sessions & admission counselling and maintenance of 

library services at the Regional Centre, 

xiii) Involve the promotional activities of TNOU programmes, and 

xiv) Look af ter the other academic and administrative work assigned by the Univer-

sit y time to time
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Administrative and Financial Activities

The Administrative and Financial Activities of the Regional Centre incorporate:

i) Monitoring of administrative activities at Learner Support Centres, upkeep of 

student records,

ii) Forwarding new establishment of Study Centres including in Rural/Remote Are-

as,

iii) Identification of Institutions for set ting up of Learner Support Centres,

iv) Planning and organizing induction meetings for functionaries of Learner Centres 

of TNOU,

v) Monitoring timely payment of remuneration to counsellors by the Learners Sup-

port Centres,

vi) Regular Audit of Regional Centre and Learner Centre Accounts, and 

vii) Adherence to financial guidelines of the TNOU.

Promotional Activities 

The promotional activities include:

i) Adequate publicit y for promoting new programmes launched/UGC approved 

TNOU programmes by the Universit y,

ii) Creating appropriate publicity material, handouts, regularly issue of ficial state-

ments and press releases highlighting activities of the TNOU, and

iii) Arranging public seminars and workshops on Open Universit y System, coop-

eration and participation in presentations and books fairs, sorting out public 

interviews, meet on radio and TV, contact with state and district government and 

wilful associations with other institutions of higher learning etc.

Delegation of Financial Powers

The Universit y sanctions a Permanent Advance of Rs. 5000/- to each Regional Cen-

tre to meet the immediate pet t y expenses.  The Regional Director concerned can 

submit the original bills and vouchers for the expenses incurred to the Universit y 

through the SSSD, as per norms.

For any other purpose, the Regional Director shall submit the proposal through 

the SSSD seeking financial assistance from the Universit y.

Responsibilities of the Regional Directors

The duties and responsibilities of the Regional Directors are:

1. To promote public awareness in the district regarding TNOU and its role. For this 

they may use various media like Radio, TV, Press and organisation of seminars 

and meetings.
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2. To negotiate with the State Government, local Universities, and other educa-

tional institutions with a view to develop local facilities for the University's pro-

grammes. They will also collect and keep data of the Academic personnel of the 

Regional Centres.

3. To survey and collect views regarding the academic and professional require-

ments of the jurisdictional district of the Regional Centres and feed the informa-

tion to the headquarters.

4. To facilitate the online learners in the online Education of TNOU in all aspects of 

UGC (ODLP and OLP) Regulations, 2020

5. To encourage the prospective and interested candidates to apply for admission 

in TNOU

6. To follow the concept of Adult and Continuing education in the Regional Centres.

7. Based on the geography of the region, population, concentration of students 

and academic requirements, he/she may request the University for the estab-

lishment of new Learner Support Centres.

8. To find out the possibilit y of establishing a Study Centre in the best institution 

available with the space where the institution is willing to provide. They will also 

provide the bio-data for the prospective Coordinator with his/her  recommen-

dations to the Universit y for consideration and necessary action.

9. To collect the information from the Coordinators of the Learner Support Centres 

regarding appointment of counsellors, prepare a list af ter selection and recom-

mend the same to the headquarters for the appointment (with bio-data).

10. To forward the claim bills submit ted by the LSCs/Study Centres to the SSSD for 

further process

11. On the recommendations of Coordinators of Learner Support Centres, Regional 

Director will furnish their recommendations for the approval of University re-

garding the activities in the LSCs relating:

i. To issue appointment/engagement let ters, af ter get ting the approval from 

the headquarters to the part-time Counsellors. 

ii. To approve the counsellors in case of emergency at any LSCs and shall in-

form the headquarters.

iii. To collect, tabulate and scrutinise every month the progress of study centres 

with regard to:

- Function according to time schedule and at tendance of Coordinator, 

Asst. Coordinator and other part-time staf f.

- Conduct of counselling sessions, regularit y of counsellors and at tend-
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ance of students.

- Discipline among the staf f of study centres and students according to 

Universit y's code of discipline.

- Provide a tabulated report to the headquarters every month on the 

above functions.

iv. To assist the Universit y in the admissions of students and their allotment to 

various Study Centres as required by the Universit y from time to time.

v. To monitor the timely assessment of assignments at the Study Centres and do 

sample checking of assignments to keep the uniformit y in evaluation and to 

provide useful feedback to the students.

vi. To have a general supervision and control over the conduct of examinations 

at various Study Centres and other examination centres.

vii. To suggest the need of conduct of extent of Counselling Classes and recom-

mend the places and timings. Af ter approval from the headquarters, they 

will organise such programmes with the help of TNOU's facult y.

viii. Orientation programmes for the counsellors of the Region will be organised 

by the Regional Director in consultation with and af ter approval from the 

headquarters.

ix. To get annual stock verifications at the Learner Support Centres with the help 

of Coordinator.

x. To maintain proper progress record of the students and change their study 

centres on the request of the students.

xi. To Maintain of Permanent Account. 

xii. To Submit  bills & Vouchers for set tlement. 

Regional Centres, as applicable, shall collect a holistic report about all aspects of 

the functioning and qualit y of programme delivery of Study Centres or Learner Support 

Centres periodically especially during the Admissions, Examinations, and Counselling 

Sessions etc., and share a consolidated report with the Headquarters on a weekly ba-

sis.

The Regional Director or any facult y assigned by the Headquarters will inspect 

each Learner Support Centre at least t wice in a year to see the physical facilities availa-

ble there, proper functioning of Learner Support Centre, sample checking of stocks and 

finances, and to find out the dif ficulties of Learner Support Centre. They may also hold 

periodic meetings of Coordinators. Af ter each such inspection/meeting, a brief report 

will be prepared and sent to Headquarters and the Learner Support Centre.
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Address of the Regional Centres:

Sl.No. Regional Centre Address for Correspondence

1 Chennai 

Administrative Block 

Tamil Nadu Open Universit y,  

No. 577, Annasalai, Saidapet,  

Chennai – 600015. 

Mob. No: 9345913385   

E-mail : chennaizonal@gmail.com

2 Coimbatore

Dr. KPR Institute of Engineering and Technology 

Administrative Block, 

Arasur Post, 

Coimbatore – 641 407 

Mob.No. 9345913386 

E -mail : coimbatorezonalcentre@gmail.com

3 Dharmapuri

Mechanical Block (Backside to Main Building) 

Govt. Engineering College, 

Set tikkarai Village, 

Dharmapuri – 636 704. 

Mob. No. 9345913387 

E-mail: tnoudpi@gmail.com

4 Madurai

Jeyam Building, 

Opposite to Jayaraj Nadar Hr.Sec.School, 

Madurai to Theni Main Road, 

Nagamalai Pudukot tai, 

Madurai – 620019, 

Mob.No.9345913388,                            

E-mail: zone1.tnou@gmail.com
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5 Mayiladuthurai

No 23, II Structure, Ground Floor, 

Velayudam Nagar, 

Ratna Thearter Backside 

Kumbakonam Main Road, 

Mayladuthurai 609 001. 

Mob: 9345913393 

E-mail:tnoumayiladuthurairc@gmail.com

6 The Nilgiris

Susy Villa 

No.7 / 403, Good Hope Compound, 

Donnington Road, 

Kotagiri – 643 217. 

Mob.No: 9841685515   

E-mail: nilgiriszc@gmail.com

7 Salem

Old No:7, New No:4 Ground Floor Thiruvallur Street 

Subramaniya Nagar 

Salem 636 005. 

Mob no: 9345913373 

E-mail:tnousalemrc@gmail.com

8 Sivagangai

No 591, Thiruppathur Main Road, 

Near Kanjirangal Pillaiyar Kovil, 

Kanjirangal 

Sivagangai 630 562 

Mob: 9345913375 

E-mail: tnousivagangairc@gmail.com

9 Tiruvannamalai

No 32G, Gandhi Nagar Byepass, 

Vet tavalam Road, 

Near Vijaya Mall 

Thiruvannamalai 606 601. 

Mob: 9345913374 

E-mail:tnoutiruvannamalairc@gmail.com

Sl.No. Regional Centre Address for Correspondence
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10 Trichirappalli

15-D, Mc Donalds Road, 

Kalai Arangam Complex Upstairs, 

Cantonment, Near Central Bus Stand, 

Trichy – 620 001 

Mob: 9345913391 

E-mail:trytnou@gmail.com

11 Thirunelveli

No.37, First Floor,  

Jodi Nagar North Street 

Palayamkot tai 

Tirunelveli – 627 002.  

Mob: 9345913392 

E-mail: t vltnou@gmail.com

12 Viluppuram

No. 101, Surveyor Nagar, Salamedu, 

Theivanai Ammal College Back Side, 

Near SC/ST Hostels,  

Kandamanadi – Post,  

Viluppuram – 605 602 

Ph: 9345913393 

E-mail: villzonal@gmail.com

Sl.No. Regional Centre Address for Correspondence
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LEARNER SUPPORT CENTRES

As discussed, TNOU has three tier system of functioning which are located at the 
Headquarters (HQ), Regional Centres and Study Centres (SCs) or Learner Support 
Centres (LSCs) established within Tamilnadu, as per the UGC norms. The processes 

of Admissions, Evaluation, and Declaration of Results etc. are the main responsibilities 
of the Head-Quarters and are discharged from the main campus in Chennai. Under the 
direct management and control of the Universit y, Regional Centres which are the second 
level of functioning, perform a dynamic operational link bet ween the Head-Quarters 
and the Learner Support Centres (LSCs) which are the third level of Open and Distance 
Learning system, and are important main contact points for the access by the learners, 
responsive and facilitating information centres, arranging contact sessions and other 
operations like processing of assignments etc. The Learner Support Centres (LSCs) are 

established and managed directly by the University. 

Establishment of Learner Support Centre 

Learner Support Centre (LSC) means a Centre established and recognised by the TNOU  
for advising, counselling, providing interface bet ween teachers and  learners, render-
ing academic and any other related services and assistance, required inter alia by the 
learners of the Universit y. 

All the Learner Support Centres are established only in Government Arts and Sci-
ence Colleges, Government Aided and Unaided Colleges and recognised Higher Ed-
ucational Institutions.  The Universit y has also established Jail Study Centres, Work Cen-
tres for specialised Programmes.

For establishing the LSCs, the Universit y has framed and approved  the “Guide-
lines for Establishment of Learner Support Centres (Government Colleges in Tamilnadu)”,  
“Guidelines for Establishment of Learner Support Centres (Government Aided and Un-
aided Colleges in Tamilnadu)” and “Guidelines for Establishment of TNOU Work Centres 
for Specialised Programmes”. These Guidelines elaborately explain the mode of estab-
lishments and the activities of the LSCs.  

It is the responsibilit y of the SSSD for the establishment of Learner Support Centres 
and providing necessary supports to them with the approval of the Vice Chancellor, as 

per the respective guidelines. 

CHAPTER - VIII
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i) The SSSD shall look into the complaints, if any, against the Regional Centres/LSCs 

and initiate appropriate action with the approval of the Vice Chancellor.

ii) The Director, SSSD can issue the circular/communication to the Schools and  

Divisions as and when required with the concurrence of the Vice Chancellor.

iii) The Director, SSSD can convene such meetings with the Facult y Members/  

Programme Coordinators/ Regional Directors so as to take decision on any  

mat ter. Provided the approval of the Vice Chancellor has to be obtained for  

implementation of the decision taken. 

iv) The SSSD, the Regional Centres and the Study Centres shall execute the task  

given by the Competent Authorities from time to time. 

v) The Director, SSSD can request the Vice Chancellor to depute the staf f members 

to carry out any urgent works of the division on time.

vi) The Regional Directors have to get the approval of the Vice Chancellor through 

the Director, SSSD towards introduction of any innovative system. 

vii) The staf f members, who are given additional responsibilities at the SSSD and/ or 

the Regional Centres under any circumstances shall report to the Directors  

concerned and do the works assigned. 

viii) Arrangement for evaluation of Home Assignments and coordination of Academic 

Counselling Sessions is the responsibilit y of the Programme Coordinators  

concerned.

ix) The Programme Coordinators concerned shall facilitate the collection of  

feedback forms from the learners and the subject experts. 

x) The respective Guidelines and Manuals approved by the Universit y shall be  

referred to further clarifications, if any.    

Not withstanding anything contained, the decision of the Vice Chancellor is final and 

binding, if there is any interpretation relating to this manual.

CHAPTER - IX
30

TA
MI

L 
NA

DU
 O

PE
N 

UN
IV

ER
SI

TY
²î‰FóˆF¼ï£œ

ÜºîŠªð¼Mö£





32
TA

MI
L 

NA
DU

 O
PE

N 
UN

IV
ER

SI
TY

â‡. 577, Ü‡í£ê£¬ô, ¬êî£Š«ð†¬ì, ªê¡¬ù & 600 015

(ñ£Gô Fø‰îG¬ôŠ ð™è¬ô‚èöè‹, îI›ï£´ Üóê£™ GÁõŠð†ì¶.
ð™è¬ô‚èöè GFï™¬è‚ °¿ & ªî£¬ôG¬ô‚ è™M ñ¡øˆF¡ ÜƒWè£ó‹ ªðŸø¶.

ÝCò Fø‰îG¬ôŠ ð™è¬ô‚èöèƒèO¡ Ã†ì¬ñŠ¹ & 
è£ñ¡ªõ™ˆ ð™è¬ô‚èöèƒèO¡ Ã†ì¬ñŠH¡ Þ¬í¾ ªðŸø¶.

  
Tamil Nadu Open Universit y

²î‰FóˆF¼ï£œ
ÜºîŠªð¼Mö£


